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SUBDIVISION PROCESS

Information and Flowchart Explanation

The Land Development Code, Chapter 10-11, “Subdivision and Minor Land Division Regulations”, regulates the
subdivision process. The following narrative and flowcharts are intended to be a brief, user-friendly, guide that
summarizes the subdivision platting and approval process. If any conflict occurs between the information within the
“Subdivision Platting, Information and Processing” guide and the Land Development code, then the Land
Development Code shall prevail.

When considering the possibilities to develop your property and performing due diligence, please familiarize
yourself with the City of Flagstaff’s Land Development Code which is found at the City’s website,
http://www.flagstaff.az.gov and, more specifically, at http://www.flagstaff az.gov/DocumentView.asp?DID=78,
A good start is to review Chapters 10-02 and 10-03 for the property’s zoning district use and development
standards. Second, review Chapter 10-11, Subdivision and Minor Land Division Regulations for processing
requirements. Third, acquaint yourself with the design requirements specifically found in Division 10-11-009,
Design Standards and Requirements and Chapter 10-16, Design Review Guidelines. Last, Engineers should
review and apply City’s “Engineering Standards” when designing the subdivision plats.

As of January 18, 2008, the City of Flagstaff adopted a three step process to subdividing property consisting of
the following progressive stages of plat approvals: Conceptual Plat, Preliminary Plat and Final Plat. Please
refer to the attached flowcharts graphically depicting the processes with potential decisions and outcomes. A
rectangular box depicts “processing” and a diamond-shaped box represents a decision mode, where a “yes”
continues the process (downward) to the next step and a “no” decision leads to the process left of the diamond-
shaped box.

1. Application Schedule

Depending upon the subdivision type (e.g. conceptual, preliminary or final plat), complete applications must be
submitted by 11:00 a.m. or 2 p.m. every-other Tuesday (See schedule for deadlines) to the Development Service
Representative who is located at the front counter of the Planning & Development Services offices.

2. Staff Review Time-frame and Development Review Board Hearing (DRB)

If the application is complete, a Planning Development Manager (PDM) is assigned to the project and ensures that
reviews are timely, the review process is predictable; and your project gets to a decision point whether it is a
public hearing, administrative decision, or construction permit issuance. The PDM is also serves as your single-

~ point-of-contact regarding all matters concerning the project.

After submitting the complete application the following week on Thursday, the PDM will introduce the project at
the Inter-department Staff Meeting (IDS) for a cursory review where staff provides initial feedback and
establishes the review period which may be 3, 5 or 7 weeks from the date of application, depending upon the
complexity and scope of the project. Approximately 90% of the projects are reviewed within three weeks.

After the review period, staff submits conditions and comments to the PDM who then arranges an appointment
with the applicant to present staff’s findings at a “Pre-DRB Meeting”. If the applicant and staff come to a
consensus regarding the conditions and comments, then the project is scheduled to DRB’s “Consent Agenda” and
the applicant does not have to attend the meeting. If the applicant and staff “Agree to Disagree” on certain items
or the applicant desires to address the DRB for a finding, clarify issues or for other reasons, then the project is
scheduled to DRB’s “New Business Agenda”. However, if significant and major revisions are required to the
plans/plats then two scenarios may occur: the applicant may choose to withdraw the project or revise the
plans/plat and re-submit.



Up until the DRB hearing, the review process is consistent for Conceptual, Preliminary and Final Plats as well as
Minor Land Divisions. Hereafter decision for approval or denial by the DRB, the process begins to differ,
therefore, refer to the flow-chart diagrams for subdivision and appeals processes.

Listed below are brief descriptions of respective subdivision plats applications as well as helpful timing
suggestions to prepare certain studies/documents that are most often over-looked by applicants, thereby causing
some projects to be delayed. For a complete listing of application submittal material, please obtain a copy of the
City of Flagstaff’s “Subdivision Platting — Application Packet”. :

3. Pre-application Meeting Request

Although optional, a “Pre-application Meeting Request™ is highly advisable to those unfamiliar the City of
Flagstaff’s codes and process or those with complex or large-scale projects. At the request of the Subdivider or
his/her engineer, they shall present their proposal with the Planning and Engineering Divisions on an informal
basis. (Please sec the attached “Pre-application Meeting Request” flowchart depicting the process.} To aid the
discussion, the Subdivider may...

“... present to the Divisions a general outline of his proposal which shall include sketch
plans and ideas regarding land use, street and lot arrangement, lot sizes, and preliminary
proposals regarding water supply, sewage disposal, grading and drainage, traffic
impacts, and street improvements. The Divisions shall advise the Subdivider of specific
public objectives, standards, and regulations related to the subject property, and details
and suggestions regarding subdivision design and improvement standards, and general
platting procedures and requirements, and the determination of a need for the
preparation of a Development Master Plan.” 10-11-004-0001-A

Depending upon the size, scope and use of the proposed development, a PDM shall determine the appropriate
City Departments to attend the Pre-application Meeting to efficiently convey information between the applicant
and department staff. Typically, staff members attending the meeting are from the Planning, Building and Safety,
Engineering, Fire, Public Works and Utilities departments. At the Pre-application Meeting no formal actionis
taken; however, the Subdivider and city staff will arrive at an understanding as to how the applicant wishes to
proceed. Lastly, it is advisable the Subdivider address staff’s concerns when preparing the subsequent Conceptual
Plat for Development Review Board consideration

4. Conceptual Plat/ Development Master Plan

Based upon application requirements found with LDC 10-11-0005, “Conceptual Review”; submittals listed in the
“Application Information and Checklist” as well as the comments presented by staff within the “Pre-

application Meeting, “...the subdivider shall have the Conceptual Plat prepared which contains that information
and data required for Conceptual Plats as specified in Division 10-11-0005 ...

To begin the subdivision review process, the applicant submits a complete application, required number of copies
and fees to the Development Services Representative. Please see the attached flowchart entitled, “Conceptual
Plat/Development Master Plan,” which graphically depicts the review process, decision modes and appeals
process. In order to proceed to Preliminary Plat preparation, an “Approved” or “Approved with Conditions™
Conceptual Plat is required by the DRB.

Please note, prior to proceeding to Preliminary Plat preparation and application, a Water and Sewer Impact
Analysis, Traffic Impact Analysis, and/or Stormwater Analysis may be required for review and approval. Since
these are typically time-consuming studies to produce and review, it is highly advisable the Subdivider consult
with the appropriate department for scoping requirements.



5. Preliminary Plat

The Preliminary Plat subdivision review process requires DRB approval as well as a public-hearing approvals by
the Planning and Zoning Commission and City Council. Hence, two separate applications are required: the first,
a “Preliminary Plat — DRB” application; and the second, a “Preliminary Plat — P&Z and City Council” application
for the public hearings. Once the DRB “Approves™ or “Approves with Conditions” the Preliminary Plat, the
Subdivider may submit the “Preliminary Plat — P&Z and City Council” application.

After the City Council “approves” or “approves with conditions” the Preliminary Plat, it is recommended the
Subdivider prepare and submit Public Improvements Plans (civil engineering plans) and Performance Bonds
documents for review, then prepare the Final Plat application.

6. Final Plat

The Final Plat shall conform to the Preliminary Plat and address the conditions established by the City Council.
Therefore, the Final Plat is first reviewed by the DRB to ensure the City Council’s conditions have been
addressed and the plat conforms to all applicable City codes and regulations.

To begin the review process, the Subdivider submits to the Development Service Representative, a complete
application, number of copies, fees and a City/Subdivider Agreement executed by the Subdivider. Once the Final
Plat is approved by the DRB, the application and City/Subdivider agreements are scheduled for City Council for
review and approval. After the City Council approves the Final Plat, the applicant shall pay the City Clerk fees
that Coconino County charges for recording the Final Plat, CCR’s (if applicable), and the City/Subdivider
Agreement. Once received, the City Clerk will schedule the Mayor to sign the Final Plat mylars and
City/Subdivider Agreement, then the City Clerk records the documents with Coconino County.

7. For Fuarther Information

For further information regarding the application and submission requirements, please contact:
Planning & Development Services

City of Flagstaff

211 West Aspen Avenue

Flagstaff, Arizona 86001

928-779-7631

Please inquire with Planning & Development Services for updated fees and schedules.
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PRE-APPLICATION MEETING REQUEST (Optional)

Applicant

- No application or submittal
required .

- Requests meeting through Front
Counter, Planning
Development Supervisor ar -
PDM

Planning Development Supervisor/
7 PDOM
- Communicates with Applicant o
understand genera) scope
- Establishes appointment with
applicant and appropriate staff

b

PRE-APPLICATION MEETING
- dpplicant present at meeting
- Staff comments provided to
applicant:
(a) Public objectives, standards &
regulations;
{(b) Details and suggestion for design
& improvements standards;
{c) Platting procedures and
requirements;
{d) Determination if Development
Master Plan is required '
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Prepares Conceptual Plat/Dev. Master Plan :
for submittal
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CONCEPTUAL PLAT/DEVELOPMENT MASTER PLAN

Associate Planner
- Contacts applicant
regarding incomplete
application and required
information to process -

A

Applicant
-Application on “hold”
until requested information
received by PDM

It is highly recommended to apply for the 3
optional Pre-application Meeting. :

Applicant

number of copies and fees

- Submits complete application,

.

(Front Counter)

Development Service Representative

- Enters data and accepts fees

Associate Planner
“Checklist”

complete?

(FPDM)

- Cursory application/plat review
- Calls Applicant to explain process:

(a) Typical project: 3 week review

(b) Major project : 5 to 7 week review
Is the relevant information provided
in order to proceed to IDS?

< Reviews application in respect to

Is the submittal & application

Planning Development Manager

Tuesday, 11 am
(See schedule.}
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Applicant
- Revises Conceptual Plat
& resubmits to appropriate
staff, per PDM instructions

h

Inter-department Staff Meeting (IDS)
- Applicant not present
- Project overview presenied to City
Departments which are reviewing the project
- Review period begins/deadlines established

Pre-DRB Mig.
- Applicant present at meeting
- PDM establishes appointment

- Staff comments provided to applicant
Does applicant and staff come to a
consensus as to how to proceed?

Thursday, 9 am
{See schedule.)

If needed, by
appeintment.

¥ v ¥ 4
. “Agree to disagree” Consensus: Consensus:
. APPlfc_am’s - Applicant desires “Applicant agrees to Substantial revisions
_Decision: DRB forum conditions » required to
Withdraw Project | | _Schedule to DRB’s - Schedule to DRB’s _Conceptual Plan
“New Business” “Consent” or “New - Re-submittal fee
agenda Business” aeenda waived (first time)
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24 Hour
posted notice
required for DRB

Thursday, 1:30 pm

Development Review Board Hearing (See scheduie)

(DRB)
{(a} “Consent” agenda:
- If agrees to all cond1t10ns it is not necessary for
the applicant to attend the DRB hearing
b) “New Business” agenda:
Applicant present for hearing to
present case
Approved?

Yes

: i |

Denied Approved Approved with
conditions
] Appeals Process b
s Tam mem cem’ wowm e
!
i
]
|
|
; I
i 3
I Applicant’s Applican.t !
Decision - Appeals decision i
i ‘ within 10 days to the
Withdraws Planning and Zoning 1
1 Commission
g i
:
i
:
i
i
1
i
; 1
1
!
!
i i
!
1 Applicant
Decision - Appeals decision i
| “Withdraws or within 10 days to
submits new appropriate Body i
|
plat to DRB or submit modified
E plats to DRB :
i
e e e e o T
Applicant

~ If required, prior o Preliminary Plaf application,
submit Water & Sewer Impact, Traffic Impact, and
Storm-water Analyses for review & approval.

- Notifies review agencies per 10-11-007-0002-¢

- Proceeds to Preliminary Plat Application and
Review process

P
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PRELIMINARY PLAT

----------------- AN AT AN A TN LA AT N AN I NN NN N A RN RAT AN NN E N EN N NN A

w
»

r

-

------------------------ -

--------------------- FATETEIEORINANKUEAR

Applicant
- Per 10-11-007-0002-c, submit review agency
writlen responses
- Submit complete Preliminary Plat application,
number of copies and fees

¥

Tuesday, 2 pm
{See Schedule.)

Development Service Representative
(Front Counter)

Associate Planner
-Contacts applicant
regarding incomplete

information to process

-application and required

- Accepts fees and enters data

Associate Planner
= Reviews application in respect

No

Applicant
-Application on “hold’
until requested
information received
by PDM

to “Checklist” and conditions &
comments from Conceptual Plat
approvals

1s the application complete?

Planning Development Manager
(PDM)
- Cursory application & plat review
- Calls Applicant to explain process;
(#) Typical project: 3 week review
(b) Major project : 5 to 7 week review
Is relevint information provided in
order to proceed to IDS?

Applicant
- Revises Preliminary
Plat & resubmits to
appropriate staff, per

l Yes PID3M instructions
Inter-department Staff Mtg. (JDS) Thursday, 9 am
-~ Applicant not present

(See schedule.)
- Project details presented to City o

Departments which are reviewing the

h 4

project
- Receive initial comments/impressions
- Confirm review period
- Review period commences

Pre-DRB Mtg.

- PDM transmits comments to applicant
and establishes appointment, if necessary

- Applicant present at meeting

Does applicant and staff come to a

consensus as to how to proceed?

Yes

‘Applicant’s Consensus: Consensus: Consensus:

Decision “Agree to disagree” “dpplicant agrees to “Substantial
~Withdraws - Applicant desires conditions " revisions required fo
or submits DRB forum - Schedule to DRB’s Preliminary Plat” [ -
new plat to -Schedule to DRB’s “Consent” or “New

DRB “New Business” Business” agenda
agenda

[




V

24 Hour
posted notice
required for DRB

No

¥

Development Review Board Hearing

(@) "Consent” agenda: _

- If agrees to all conditions, it is not necessary

- for applicant to attend the DRB hearing
(b) “New Business” agenda:

- Applicant present for hearing to

present case

Denial

L ppéals Process |

Appli;:ant

-

i l Yes
o Applicant
Appll_ci'.lllt 8 - Appeals decision
Decision within 10 days to

appropriate Board

Withdraws or Commission

Appeal
Hearing

Thursday, 1:3¢ pm
(See schedule.)

(DRR)

v ‘ h 4
Approved Approved with
conditions

'

Applicant
- Per conditions, prepares Preliminary

P&7Z and City Council, submits required
fees and correct number of plans

o]

Plat/Development Master Plan application for

P&Z Commission
Reviews Preliminary Plat/
Development Master Plan
-« Within 30 days of first hearing,
P&Z cither recommends
approval or denies

Yes i‘
City Council
. - Reviews Preliminary Plat /
i Development Master Plan
- Within 30 days, votes to
E Approve, Conditionally
No Approval or Denies.
E i Approﬁed?
g —3
X " E City Council Applicant
‘Applicant’s Applicant - Minutes record - Prepares and submits Public
DE L - APP‘?alS L denial reason(s) Improvements Plans and
ecision decision within E . Performance Bonds for review

E -Withdraws or 10 days to l ‘L
submits new appropriate E CLLITETTTEIT O NI LI LI
5| plan to DRB Body or submit Applicant : . i
modified ~ if plat revisions resolve E Applicant E
lans to DRE B reasons for denial, the * - Prepares Final Plat Application *
P ;| applicant can re-file : forDRB H
E L application. H .
R e mOE D S sl . :
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FINAL PLAT
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: Prior to Final Plat application, a Preliminarv Plat approval is required. *

rw---——)

---------------

Applicant
-A City/Subdivider Agreement executed
by the subdivider.
- Submit complete application, number
of copies and fees

Development Service Rep.
(Front Counter)

Associate Planner
- Contacts applicant
regarding incomplete

information to process

application and required

- Accepts fees and enters data

Associate Planner -
- Reviews application in respect

No

o

Applicant
-Application oh “hold’
until requested
information received
by PDM

to “Checklist” and conditions/comments
from Preliminary Plat approvals
Is the application complete?

Plaoning Development Manage
(PDM)

- Cursory application & plat review

- Calls Applicant to explain process:
(2) Typical project: 3 week review
(b) Major project : 5 to 7 week review
Is relevant information provided in
order to proceed to IDS?
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Tuesday, 2 pm
{See Schedule.)

Applicant

- Revises Final Plat &
resubmits to
appropriate staff, per
PDM instructions

Inter-department Staff Mtg. (IDS)
- Applicant not present
- Project details presented to City
Departments which are reviewing the

project
- Receive initial comments/impressions
- Confirm review period
- Review period commences

Pre-DRB Mtg.,
- PDM establishes appointment and
transmits comments to applicant

- dpplicant present at meeting
Does applicant and staff come to a
consensus as to how to proceed?

Thursday, 9 am
(See schedule.)

} v

!

Applicant’s
Decision
-Withdraws
or submits
new plat {0
DRB

Conseusus: Consensus: Consensus:
“Agree to disagree” “Applicant agrees to “Substantial revisions
- Applicant desires conditions " required to Final Plat

DRB forum - Schedule to DRB’s Jor compliance to City
-Schedule to DRB’s “Consent” or “New Council’s conditions”
“New Business” Business” agenda

agenda
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24 Hour
posted notice
required for DRB

Thursday, 1:30 pm
(See schedule.)

Development Review Board Hearing
(DRB)
(o) “Consent” agenda;
- If agrees to all conditions, it is not necessary
for applicant to attend the DRB hearing
(b)"New Business " agenda:
- Applicant present for hearing to
present case '
Approved?

Yes
¥ ¥ L 4
Denial Approved Approved with
conditions

Appeals Process |

Applicant

City Council

Appeal? i ~ Reviews Final Plat, City/
ﬁ Subdivider Agreement
E h 4 l Yes i
. Applicant
Applicant’s - Appeals decision 5
| Decision within 10 days to
. appropriate Board
E Withdraws or Commission I Y Y
i Denied Approval
I Appeal Hearing l
) N Applicant
| Council - pays to City
a f Requires the fees that
o E amendments? Coconino
I i County Charges
Y S SR for recording
i Plat, CCR’s and
E City Council City/ Subdivider
E - Minutes record Improvements
! denial Agreement
E reason(s)
E 4 ¥ ¥
E City Council Applicant City Clerk
E -~ Minutes record ~Case cannot be - Accepts
. : |, E denial approved unt © recording fees
] reason(s) amendments can - Schedules
E Applicant’s ] Ag);g;ﬂcant be satisfactorily Mayar to
\?fft‘;:;im decision within E a;; :g?:;iﬁ:d ;11g1t1 ‘l;cmal
- raws or - 4
E submits new 10 days to resolve reasons documents
phntoDRB | | PPEE for denial, he | | - Records
E modified ff:v}‘;cam can documents
plans to DRB e
E ) application.
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MINOR LAND DIVISION
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21t is highly recommended is to complete the :
= optional Pre-application Meeting :

----- .u---.------.-.a-n:[..u----------unuununuv

Applicant
- Submits complete application,

Associate Planner
- Contacts applicant
regarding incomplete
application and required
information to process

number of copies and fees

:

Development Service Rep.
(Front Counter)
- Enters data and accepts fees

X

Associate Planner
< Reviews application in respect to
“Checklist™

Is the submittal & application
complete?

Planning Development Manager
(PDM)
- Cursory application/plat review
- Calls Applicant to explain process:
{a} Typical project: 1 to 3 week review
Is the relevant information provided in

Applicant
-Application on “hold”
until requested information
received by PDM

order to proceed to IDS?

e CEISTTERELESTILEETL L S

Tuesday, 11 am
(See schedule.)
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Applicant
-Revises MLI..D. map &
resubmits to appropriate
staff, per PDM instructions

Inter-department Staff Meeting (IDS)
- Applicant not present

A

- Project overview presented to City
Departments which are reviewing the project
- Review period begins/deadlines established

Pre-DRB Mitg.
- Applicant present at meeting
- PDM establishes appointment
- Staff comments provided to applicant
- Does applicant and staff come to a
consensus as to how to proceed?

k4

Thursday, 9 am
(See schedule.)

If needed, by
appointment.-

| I

3

Applicant’s
Decision:
Withdraw Project

“Agree to disagree” Consensus:

- Applicant desires “Applicant agrees {o
DRB forum conditions ”

-Scheduie to DRB's - Schedule to DRB’s
“New Business” “Consent” or “New
apenda Business” agenda

Consensus:
Substantial revisions
required to Minor
Land Division Map

- Re-submittal fee
waived {first time)

]
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24 Hour
posted notice
required for DRB

LR

Development Review Board Hearing
(DRB)
(@) “Consent” agenda: .
- If agrees to all conditions, it is not necessary for
applicant to attend the DRB hearing
(b)"New Business " agenda:
- Applicant present for hearing to
present case

Approved?

Thursday, 1:30 pm
(See 'schedule)

Applicant
- Appeals decision

Applicant’
Decision

(a) Ensures conditions of approval have been satisfied

(b) Ensures other required certifications have been
signed ’ :

(c) Instruments for street dedications have been
prepared, executed and recorded.

(d) Transcribes a certificate of Development Review
Board upon the map

§ Yes
; |
. . h 4 l 'L . *
i | Significant Denied Approved Approved with
_‘. Modifications conditions
Required
- Resubmit
el TERNE  SE  GSEE DR YR & = e [ exeos L]
| Appeals Process i !
e mEn e e e el I
1
Applicant i
i Appeal?
i No l
Yes !
B k 4 y
§ Applicant’s Applicant 1
Decision - Appeals decision
PP i
1 within 10 days to the
Withdraws Planning and Zoning i
! Commission i
1
0 i
i i
P&Z Appeal Hearing i
I
i i
A Applicant g -
I Appeal? 1 ”
Yes H :
l l—-———* I City Engineer
i
i

i -Withdraws or within 10 days to

] submits new appropriate Body 1

plat to DRB or submit modified I

E plats to DRB

i i
L L) - L) [~ -] = -] [ — L 3 =z [~ J
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i City Clerk

- Accepts recording fees from applicant

- Schedules City Engineer fo sign Minor Land
Division Plat

- Records documents
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